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Webinar Intro

• All participants are muted.

• Opportunities for question & answer.

– Ask questions via the Question pod at any time.
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• “Raise Hand” to indicate desire 
to ask a question orally.
– For telephone users: the audio 

pin must be entered prior to the 
organizer being able to unmute 
you (see example).

• This webinar is being recorded.
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Webinar Intro
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• Guidance 
documents, 
templates, 
presentations, 
recordings, 
etc.
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Agenda

• Background

• UPWP

– Overview 

– UPWP Elements

– UPWP Development, Review, and Approval

• MPO Agreement

• Next Steps
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Background
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How We Got Here
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Statewide 
Grants Office

Current MPO 
Process

2 CFR §200 
“Super 

Circular”

DFS 
Documentation 
Requirements

Tasked with 
identifying 
inconsistencies and 
deficiencies in 
grant programs.

MPO Program:
- Multiple JPA 

formats
- Time frame for 

agreements
- Scope of services
- Lack of oversight 

& accountability

- 500+ page 
invoices.

- Extensive 
resource needs 
for invoice 
development/ 
distribution.

- Delays in 
payment

- Struggle to meet 
15-day 
reimbursement 
requirement.

Implementation of 
new federal 
requirements such 
as:
- Period of 

performance end 
date.

- Risk assessment 
& progress 
reporting.

- Indirect & fringe 
cost 
reimbursement.

Recently, DFS has 
started reviewing 
all FDOT programs 
with enhanced 
level of scrutiny.

FDOT now 
operating under a 
DFS Improvement 
Plan for the MPO 
program.
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FDOT Office of 
Policy Planning

FHWA Florida 
Division

Florida 
Department of 

Financial Services

FDOT Office of 
Comptroller

FDOT Office of 
Work Program & 

Budget

MPOAC

Process Development
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New UPWP, 
Agreement 
& Invoicing 

Process
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- Sub-recipients to FDOT
- Contractually obligated responsibility for compliance with 

all federal and state requirements. 

- Grant Managers for MPO grants
- Responsible for programmatic and fiscal oversight of MPO 

grants

- Program Manager for MPO program
- Responsible for statewide oversight, guidance & technical 

assistance, and support for MPO grant managers

Roles & Responsibilities

8

MPOs

MPO 
Liaisons

Statewide 
MPO Coord.
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Clarifying Points

• “Agreement” means the contract between the 
Department and the MPO for the pass-through of 
federal (FHWA) financial assistance to the MPO 
for completion of the metropolitan 
transportation planning tasks described in the 
UPWP.

• Moving forward…
– The following changes are only applicable to FHWA 

fund sources (i.e. PL, SU, etc.) being passed-through 
to the MPO for metropolitan planning purposes.

– The following improvements will take effect on July 1, 
2016.

9
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Summary of Changes

• New, 2-year MPO Agreement
– Effective dates align with the UPWP cycle.

– UPWP will act as the scope of services.

• UPWP
– Must include all federal and matching fund sources 

being used for metropolitan planning purposes.

10

– Each task in the UPWP must include 
an Estimated Budget Detail and Cost 
Analysis.

– Changes to UPWP amendment 
thresholds.

• New programming processes.

• New invoicing & monitoring processes.
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Unified Planning Work Program 
(UPWP)

11
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UPWP Overview

• Federally-required one- or two-year (two-year in Florida) 
statement of work, identifying the planning priorities and 
planning activities to be carried out in the metropolitan 
area.

• As per 23 CFR §450.308(c):
– The UPWP shall identify work proposed for the next one- or 

two-year period by major activity and task (including activities 
that address the planning factors in §450.306(a)), in sufficient 
detail to indicate: 
• who (e.g., MPO, State, public transportation operator, local government, or 

consultant) will perform the work, 

• the schedule for completing the work, 

• the resulting products, 

• the proposed funding by activity/task, 

• and a summary of the total amounts and sources of Federal and matching 
funds.
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UPWP Task Examples - Current 
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UPWP & MPO Agreement

• CFO Memorandum No. 02 (2012-2013):

14

UPWP!
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• The UPWP will act as

the scope of work

for the MPO Agreement.

• Deliverable: a month/

quarter of services 

provided.

• Minimum level of service is determined by 
completion of the tasks in the UPWP, as documented 
by the progress report and determined by the MPO 
Liaison.

UPWP & MPO Agreement

15



Florida Department of Transportation

UPWP & MPO Agreement

• 216.3475, Florida Statutes:

• CFO Memorandum No. 02 (2012-2013):

16

• Each UPWP task must contain an Estimated Budget Detail (by state 
fiscal year), which must be reviewed by the MPO Liaison (the Cost 
Analysis).

“A person or entity that is designated by the General Appropriations Act, or that is awarded funding on a 
noncompetitive basis, to provide services for which funds are appropriated by that act may not receive a rate of 
payment in excess of the competitive prevailing rate for those services unless expressly authorized in the General 
Appropriations Act. Each agency shall maintain records to support a cost analysis, which includes a detailed budget 
submitted by the person or entity awarded funding and the agency’s documented review of individual cost 
elements from the submitted budget for allowability, reasonableness, and necessity.”
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UPWP Elements

17
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UPWP Elements

• The UPWP should consist of six elements:

– Cover Page

– Introduction

– Organization & Management

– UPWP Work Tasks

– Summary Budget Tables

– Appendices

18
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Cover Page

• The Cover Page must include:
– Name of the MPO

– Catalog of Federal Domestic Assistance Number(s) 
(CFDA)

– Identification of agencies providing funds for the 
UPWP

– Federal Award Identification Number (FAIN) – from 
the Federal Aid Management Office

– Financial Project Number (FPN) – this is the FM 
number

– State fiscal years the UPWP covers

– MPO website and contact information

19
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Introduction

• The Introduction section must include:

– A brief definition of the UPWP;

– A current overview of the status of transportation 
planning activities;

– A discussion of the planning priorities for the 
metropolitan planning area, as well as local 
priorities;

– A description of air quality related planning 
activities (only applicable to non-attainment 
areas);

20



Florida Department of Transportation

Introduction (cont.)

• (Cont.) The Introduction section must include:
– Planning tasks to be performed with funds 

provided under title 23 USC and title 49 USC 
Chapter 53;

– A description of the public participation process 
used in the development of the UPWP;

– Any State or Federal Planning Emphasis Areas 
(PEAs) that have been identified;

– A definition of “soft match” and the amount being 
“soft matched” for the UPWP; and

– The MPO’s federally approved indirect cost rate (if 
applicable).

21
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Introduction - Soft Match

• Soft match (WPI Part IV Chapter 2):
– “Section 120 of Title 23, U.S.C., permits a state to use 

certain toll revenue expenditures as a credit toward 
the non-federal matching share of all programs 
authorized by Title 23, (with the exception of 
Emergency Relief Programs) and for transit programs 
authorized by Chapter 53 of Title 49, U.S.C. This is in 
essence a "soft-match" provision that allows the 
federal share to be increased up to 100% to the extent 
credits are available.”

22

– The “soft match” amount being 
utilized to match the FHWA 
funding in the UPWP is $_______.

It is highly recommended 
that MPOs simply drop 
this language into their 

UPWPs.
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Introduction - Indirect Costs

• FDOT will accept one of the following 
options for indirect cost rates:

– 10% De Minimis (MPO must submit certification form)

– Federally Approved Indirect Cost Rate (MPO must 
submit federally approved indirect cost rate agreement)

– Actual costs incurred

• MPOs that will be reimbursed for indirect 
costs must state the indirect cost rate in the 
UPWP introduction.

23
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Organization & Management

• This section consists of a narrative that discusses:
– Identification of participants and a brief description of 

their respective role(s) in the metropolitan 
transportation planning process;

– Discussion of the appropriate MPO agreements;

– Identification of operational procedures and bylaws;

– Any required forms, certifications, and assurances; 
and

– A matrix that identified how each task relates to the 
federal planning factors (23 CFR 450.306), as well as any 
federal and/or state Planning Emphasis Areas (PEAs), 
if applicable.

24
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UPWP Work Tasks

• Descriptions of the major work products and 
tasks the MPO proposes to undertake.

• Example Work Element sections:
– Administration

– Data Collection

– Transportation Improvement Program (TIP)

– Long Range Transportation Plan (LRTP)

– Special Project Planning

– Regional Planning

– Public Participation

– Systems Planning

25
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UPWP Work Tasks – Task Sheets

• Each task in the UPWP is to be identified 
under an individual task sheet that includes:

– Task number and title;

– Purpose;

– Previous work completed;

– Proposed methodology 

• how the task will be performed and who will perform 
the task (i.e. agency/consultant);

– Responsible agency or agencies;

26

Name 
Change

Required Activities:



Florida Department of Transportation

UPWP Work Tasks – Task Sheets (cont.)

• (Cont.) Each task in the UPWP is to be identified 
under an individual task sheet that includes:
– Proposed funding source(s) with anticipated costs (as 

identified in summary budget tables);
• Must include all sources of federal and matching funds

– Soft match should not be provided by task, should be 
summarized in the Introduction

– A schedule that adequately describes the activities 
that will take place during the UPWP cycle, including 
milestones to measure progress, end product(s), and 
estimated completion date(s);

– And an estimated budget detail upon which the MPO 
Liaison shall perform a cost analysis.

27
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• The Estimated Budget Detail must be provided 
by task and by fiscal year.

• Must include detailed line-item estimated 
expenditures to support each task by fund 
source, under the following Budget 
Categories:
– Personnel Services

– Consultant Services

– Travel

– Other Direct Expenses (or Indirect Expenses, if 
MPO is utilizing an Indirect Cost Rate)

UPWP Work Tasks –

28

Estimated Budget Detail & 
Cost Analysis
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UPWP Work Tasks – Administration

Applicable to MPOs charging all direct costs:
• MPOs are highly recommended to include all 

overhead and administrative costs in one task (or 
set of tasks) in the UPWP.
– Ease of budgeting
– Ensure eligibility of costs

29
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UPWP Work Tasks - Administration

Applicable to MPOs charging an indirect rate:

• MPOs charging an indirect rate will apply the 
rate across all of the tasks in the UPWP.

30
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UPWP Work Task Examples
Example “Administration Task”

31

• Task number and 
title;

• Purpose;
• Previous work 

completed;
• Required Activities;
• Responsible agency 

or agencies;
• A schedule that 

adequately 
describes the 
activities that will 
take place during 
the UPWP cycle, 
including milestones 
to measure 
progress, end 
product(s), and 
estimated 
completion date(s);

1
1

2

2

33

4

4

5

5

6

6
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UPWP Work Task Examples
Example “Administration Task” - continued

32

• Proposed funding 
source(s) with 
anticipated costs (as 
identified in 
summary budget 
tables);

7 7

Totals must 
match amounts 
listed in the 
estimated 
budget detail.*Note: Soft match not included in the 

summary task funding source table.
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UPWP Work Task Examples
Example Estimated Budget Detail for “Administration Task” for MPO Charging All Actual Costs

33

• An estimated budget 
detail, by fiscal year, 
upon which the MPO 
Liaison shall perform 
a cost analysis.

8

8

Totals must match 
amounts listed in the 
proposed funding 
sources tables. 

Line items under each budget 
category must be detailed 
enough to determine 
allowability, reasonableness, 
and necessity.
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UPWP Work Task Examples

34

• An estimated budget 
detail, by fiscal year, 
upon which the MPO 
Liaison shall perform 
a cost analysis.

8

8

Further guidance will be 
made available in the MPO 
Handbook.

Example Estimated Budget Detail for “Administration Task” for MPO Charging All Actual Costs 
- continued
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UPWP Work Task Examples
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Indirect expense values 
generated by applying 
25% indirect rate to 
the sum of the direct 
expenses (Personnel, 
Consultant, Travel 
expenses).

Totals must match 
amounts listed in the 
proposed funding 
sources tables. 

*MPO must still provide 
estimated budget detail for both 
fiscal years and the MPO Liaison 
must still perform cost analysis.

Example Estimated Budget Detail for “Planning Task” for MPO Charging Federally-Approved
Indirect Cost Rate of 25%
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UPWP Work Task Examples
Example “Planning Task”

36

• Task number and 
title;

• Purpose;
• Previous work 

completed;
• Required Activities:
• Responsible agency 

or agencies;
• A schedule that 

adequately 
describes the 
activities that will 
take place during 
the UPWP cycle, 
including milestones 
to measure 
progress, end 
product(s), and 
estimated 
completion date(s);

1
1

2 2

3

3

4

4

5

5

6

6
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UPWP Work Task Examples
Example “Planning Task” - continued
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• Proposed funding 
source(s) with 
anticipated costs (as 
identified in 
summary budget 
tables);

7 7

Totals must 
match amounts 
listed in the 
estimated 
budget detail.

*Note: Soft match not included in the 
summary task funding source table.
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UPWP Work Task Examples
Example Estimated Budget Detail for “Planning Task” for MPO Charging All Actual Costs

38

• An estimated budget 
detail, by fiscal year, 
upon which the MPO 
Liaison shall perform 
a cost analysis.

88

Totals must match 
amounts listed in the 
proposed funding 
sources tables. 
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UPWP Work Task Examples
Example Estimated Budget Detail for “Planning Task” for MPO Charging All Actual Costs

39

• An estimated budget 
detail, by fiscal year, 
upon which the MPO 
Liaison shall perform 
a cost analysis.

88

Further guidance will be 
made available in the MPO 
Handbook.
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UPWP Work Task Examples
Example Estimated Budget Detail for “Planning Task” for MPO Charging Federally-Approved

40

Indirect expense values 
generated by applying 
25% indirect rate to 
the sum of the direct 
expenses (Personnel, 
Consultant, Travel 
expenses).

Totals must match 
amounts listed in the 
proposed funding 
sources tables. 

*MPO must still provide 
estimated budget detail for both 
fiscal years and the MPO Liaison 
must still perform cost analysis.

Indirect Cost Rate of 25%
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Summary Budget Tables - Agency Participation

• Table: Agency Participation
– Identifies participating agencies with respective 

funding commitments by task with line and column 
totals.

– There should be a separate column indicating the 
amount that will be billed to consultants.

41

Separate Agency 
Participation

and 
Funding Source
tables should be 

provided for 
each Fiscal Year 

of the UPWP.
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Summary Budget Tables – Funding Source

• Table: Funding Source

– Lists funding by program source for each task with 
line and column totals.

42
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Additional Elements

• Joint Certification Package

• Statements & Assurances

• Appendices:
– Additional planning activities taking place in the 

MPO area.
• Includes FDOT District planning activities, for 

informational purposes.

– Federally-approved indirect cost allocation plan (if 
applicable)

– Resolution with travel rates (if different than state 
rates)

43



Florida Department of Transportation

Questions

44

Questions also welcome at 
Sean.Santalla@dot.state.fl.us. 

Next: 
UPWP Amendments & Modifications

Next Steps – UPWP Development, Review, and Approval
MPO Agreement

Roll-Out & Training

mailto:Sean.Santalla@dot.state.fl.us
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UPWP Amendments & Modifications

• Amendments will be required for revisions 
that:

– Change the approved FHWA-funded budget (i.e. 
PL, SU, etc.).

– Change the scope of the FHWA funded work 
task(s).

– Add or delete a work task.

45
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UPWP Amendments & Modifications

• Modifications may be done for revisions that:

– Do not change the approved FHWA-funded
budget (i.e. PL, SU, etc.).

– Do not change the scope of the FHWA funded 
work task(s).

– Add or delete a work task.

• Example modification: shifting funds from one 
existing task to another, without changing the 
scope of either task.

46
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UPWP Amendments & Modifications

• The following attachments are required to be 
included with UPWP revisions:
– Revised UPWP Summary Budget Table(s) –

Original & Proposed

– Revised UPWP Task Sheet(s) – Original & Proposed
• Must include the revised Estimated Budget Detail

– MPO Resolution and/or MPO meeting minutes 
approving the UPWP amendment (only applicable 
to amendments)

• Continue to use the UPWP Revision Form for 
both amendments & modifications.

47
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Next Steps – UPWP Development, Review, and Approval

• December/January:
– Central Office provides Planning Emphasis Areas.

– Central Office provides the Check PL sheet.

– Districts conduct UPWP kickoff meetings with 
MPOs.

• No later than March 15:
– MPO transmits draft UPWP according to 

distribution table in the MPO Handbook.

• Within 5 working days: 
– District distributes draft UPWP according to 

distribution table in MPO Handbook.
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Next Steps – UPWP Development, Review, and Approval

• No later than April 15:
– District provides FDOT and other agency comments 

to the MPO.

• No later than May 15:
– MPO addresses comments and adopts the final 

UPWP, with completed cost analysis.
– MPO distributes final UPWP according to 

distribution table in the MPO Handbook.

• Within 10 working days:
– District reviews final UPWP and identifies any 

outstanding issues.
– District distributes final UPWP according to 

distribution table in the MPO Handbook.
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Next Steps – UPWP Development, Review, and Approval

• No later than June 1:

– District transmits final UPWP to FHWA, FTA, and 
Central Office recommending approval, 
disapproval, or conditional approval.

• No later than June 30:

– MPO and District must resolve any outstanding 
issues or risk a delay in funding.

– FHWA and FTA approve the UPWP.

50
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UPWP Review – Cost Eligibility

• Cost eligibility must be taken into account as part 
of development and review of the UPWP by the 
MPO and MPO Liaisons.

• Costs will be eligible for FDOT/FHWA 
participation provided that the costs:
– Are for work performed for activities eligible under 

the section of Title 23 US Code;
– Are verifiable from the State DOT’s or sub-recipient’s 

records;
– Are necessary and reasonable for proper and efficient 

accomplishment of the project;
– Are included in the approved UPWP (or amendment);
– And were not incurred prior to FHWA authorization.
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UPWP Review – Cost Eligibility

• Determination of activities eligible:

– Eligible activities as defined under the section of 
Title 23 USC.

• Example: PL funds are eligible for activities to carry out 
the metropolitan transportation planning process (23 
USC §134), as apportioned in 23 USC §104.

• Example: STP funds eligible only for “surface 
transportation planning programs” (23 USC 
§133(b)(10)).

• MPO Liaisons should use the US Code & Work Program 
Instructions for information on eligible activities.
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UPWP Review – Cost Eligibility 

• MPO Liaison ultimately responsible for 
determining whether a cost is allowable, 
necessary and reasonable for proper and 
efficient accomplishment of the project.

• Allowable & unallowable costs:
– 2 CFR §200 Subpart E – Cost Principles

– DFS Reference Guide for State Expenditures

– Examples:
– Refreshments: not reimbursable with funds that pass through the 

state treasury.

– Travel: as per 112.061(14), FS, MPOs are eligible to establish their 
own per diem, meals, and mileage rates.

– Equipment: FHWA approval required for purchase/lease above 
$5,000.
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UPWP Review

• MPO Liaison should use the checklist in the 
Handbook to perform the review of the draft 
UPWP.

• The cost analysis must be performed prior to 
execution of the MPO agreement.

– Recommended: with adoption of the UPWP.

– MPO Liaisons can consider familiarity with the 
development of the UPWP and historical data in 
determining reasonableness of the UPWP costs.
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MPO Agreement
• Central Office General Counsel is finalizing 

development of a new MPO Agreement.
• Benefits of the new MPO Agreement:

– Covers all FHWA funds being received by the MPO for 
metropolitan planning.

– Meets all FHWA and State of Florida DFS contracting 
requirements.

– Agreement timeframe will match the UPWP cycle.
– One agreement per MPO for all FHWA funds for 

metropolitan planning (PL, SU, etc).

• MPOs will be expected to terminate existing 
agreements effective June 30, 2016, and execute new 
agreements effective July 1, 2016.

• Further instruction forthcoming.
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Roll-Out & Training

• Training modules:

– UPWP Requirements – December 2015 

– New Agreement & Invoicing Process – March 2016

– Work Program & Encumbering – April 2016

– Fiscal Monitoring – April 2016

• Two opportunities for in-person training:

– January/February – District site visits

– TBD: FDOT/FHWA/FTA/MPO Statewide Meeting

• Additional training: FCCM Training (Required)
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Roll-Out & Training

• MPO Agreement & Invoicing website: 
http://www.dot.state.fl.us/planning/policy/metrosupport/invoicing/default.shtm

• Will include guidance documents, trainings, 
and Frequently Asked Questions.

– MPO Liaisons & MPOs are encouraged to submit 
questions for inclusion in the FAQ’s. 

• Please submit to Sean.Santalla@dot.state.fl.us. 

57

http://www.dot.state.fl.us/planning/policy/metrosupport/invoicing/default.shtm
mailto:Sean.Santalla@dot.state.fl.us
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Florida Certified Contract Manager Training

• Only applicable to state employees

• Required for all grant managers responsible 
for contracts in excess of $100,000 (215.971, 
Florida Statutes); includes MPO Liaisons and 
Liaison Administrators.

• Training held by Department of Management 
Services and Department of Financial Services.
– DMS/DFS developing a plan for implementation of 

the training across the state. 

58

Contact information for all of the MPO Liaisons has been provided to the training team. 
DMS/DFS will be inviting each of the Liaisons when training is available in their area. 

MPO Liaisons must make every effort to attend this training when it becomes available.
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Questions
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Questions also welcome at 
Sean.Santalla@dot.state.fl.us. 

mailto:Sean.Santalla@dot.state.fl.us
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Contact Information

Office of Policy Planning
Sean Santalla
850-414-4578
Sean.Santalla@dot.state.fl.us

Yvonne Arens
850-414-4816
Yvonne.Arens@dot.state.fl.us

Diana Fields
850-414-4901
Diana.Fields@dot.state.fl.us

Regina Colson
850-414-4807
Regina.Colson@dot.state.fl.us

Office of Comptroller
Lisa Wilkerson
850-414-4391
Lisa.Wilkerson@dot.state.fl.us

Sandy Watson
850-414-4325
Sandy.Watson@dot.state.fl.us
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